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Virginia Information Technologies Agency

Section 1: Introduction

expect the best

l. VITA Physical IT Asset Inventory Introduction

On July 1, 2004, all medium agency and VDOT IT assets that are in scope to VITA, including
hardware and software, will be transferred to VITA ownership. Large agency IT assets will
be transferring at transition.

To ensure a smooth transition and enable ongoing maintenance and support, accurate
billing and financial information, and future consolidation and Transformation planning
activities, updating existing asset information is crucial. VITA seeks your assistance in
updating the VITA Physical IT Asset Inventory System.

The system will contain comprehensive asset information for each agency, and will feature a
user-friendly Web interface to simplify the updating and uploading processes.

1. Asset Data Update Process

Agencies will be require to provide list of staff authorized access to update their agency data
in the Asset Inventory System. Once provided, authorized users may request access per
instructions below.

Authorization lists are due by August 1, 2004. Requests for Asset Inventory Access must be
complete by August 16, 2004

Agencies will be required to update their asset inventory data in one of the following three
ways:

1. Update agency inventory data directly through the user-friendly Web interface to the
VITA Physical IT Asset Inventory System. Agencies will be provided an agency
spreadsheet populated with assets in asset portfolio. This system staging area has also
been preloaded with your agency asset spreadsheets.

2. Update your agency spreadsheets and upload them to the VITA Physical IT Asset
Inventory System.

3. Upload the two electronic file feeds for the update of Agency inventory data using the
required data layout and formats (one for hardware and one for software).

2. Asset Data Update Due Dates

21 Medium Agencies & VDOT:
System access on April 5th, 2004.
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All new spreadsheet or file uploads must be completed by May 1st, 2004.
All asset updates within the system must be completed by June 1st, 2004.

2.2 Large Agencies:

Authorization Lists are required by August 1, 2004

Asset Inventory User ID requests must be completed by August 16, 2004.
System availability is to be determined but no later than August 1st, 2004.

All new spreadsheet, file uploads, updates and production loads must be completed
by date of transition.

2.3 VITA Support Groups (Once agencies have transitioned):

All assets need to be entered or updated in the VITA Physical IT Asset Inventory
System within 48 hours of asset installation or update.

Small agency asset updates beginning April 5th, 2004.
Medium agency & VDOT asset updates beginning July 1st, 2004.

Large agency asset updates beginning at date of transition.

3. VITA Physical IT Asset Inventory System Overview

The VITA Physical IT Asset Inventory System is divided into two areas—a Staging database
that will be populated with your agency’s current asset data, and a Production database.
Agencies may update their data within the Staging area, or choose to overlay the current
data with a new file upload (i.e. update the spreadsheets and upload the updated
spreadsheet data).

This system allows Agencies the ability to:
Upload comma delimited electronic files (.csv or .txt) to the Staging Area
View and update asset data within the Staging Area

Move asset data into Production once the data has been finalized

View and update asset data within the Production database

Agencies will be required to ensure their asset data meets all requirements prior the data
being loaded into the production database. A “Staging Area” will be provided to the
agencies to assist with the initial upload/validation process. After all data has been finalized
in the Staging Area, Agencies may move their asset data into the Production Database.
Once Agencies have successfully moved any data from the Staging Area into production, the
system will not accept any additional file feeds. Data entry screens will be available for
further updating of Asset Data.
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Access to the Inventory Asset web application will be controlled to ensure authorized access
to important agency data using the VITA Pegasus username and password.

All electronic asset files must conform to the attached File Layout, and all files must be
comma delimited. Valid file types accepted will be:

.csv (must adhere to file layout requirements, see attached Addendum A)
ll. System Functionality
1. System Functionality Overview:

The VITA Physical IT Asset Inventory System allows you to:

Upload your agency's updated excel spreadsheets or comma delimited electronic files
(.csv). This will replace all of the current or preloaded asset data in the Staging Area.

View and update asset data within the Staging Area.

Move asset data into the Production Asset Inventory System once the data has been
finalized.

View and update asset data within the Production Area.

The system consists of three main areas:
1. Upload File Area

The upload area will enable the user to select a file for upload to the Staging Area.
The user has the ability to view and verify that the correct file has been selected for
upload. Instructions for file layout and how to convert a data file to the comma
delimited (*.csv) format have been provided for the users reference.

2. Staging Area (Update Data)

The Staging Area is a temporary place outside of the production Asset Inventory
System that allows you to update your data that you have uploaded. It will also allow
you to individually add new software and hardware assets. From here, once you have
ensured that your data is complete and accurate, you can authorize and move your
data into the production Asset Inventory System.

3. Asset Inventory System (Production)

The Asset Inventory System is the production system which contains all physical IT
assets. Once assets have been loaded into this system, you have the ability to
maintain those assets, as well as insert new assets. Once data is moved into
production, no new file uploads will be allowed.

Physical IT Asset Inventory System Introduction 30f 19 saved: 6/2/2004 7:45 PM
Transition Workbook Version 1.0 Printed: 7/29/2004 3:59 PM



2. Log On Procedure

Accessing the VITA Physical IT Asset Inventory System

A VITA Pegasus Account is required to access the VITA Physical IT Asset Inventory System.
Once a VITA Pegasus Account has been established, and access to the VITA Physical IT
Asset Inventory System has been granted, you will be able to log into the VITA Physical IT
Asset Inventory System with your VITA Pegasus Account user ID and Password.

The steps below will guide you through the process for establishing your VITA Pegasus
Account, receiving access to the VITA Physical IT Asset Inventory System, and how to log
into the VITA Physical IT Asset Inventory System. Screen shots have been included to
assist in the clarification of the instructions.

The VITA Physical IT Asset Inventory System log in page can be found at the following URL:
https://sslOl.vita.virginia.gov/assetinventory/
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VITA Physical IT Asset Inventory System
Login Page

Wirginis Infermation Technologiss Agenoy

vl A VITA Pegasus Account

Vi TA-Pe sus Account

Request sccess to Asset Inventory  Profile Manager Log into Asset Inventory Help

Welcome! You will need a YITA Pegasus account username and password to access the WITA Physical IT Asset
Inventory System, Access to the VITA Physical IT Asset Inventory System Login Page is limited to customers and
employees who have been granted special permission by their Agency or administrator,

The YITA Pegasus account provides a single user name and password to be used across all VITA web-based
applications. However, individual application permissions must be obtained for each vITaA Web Application being
accessed.

+ Bequest 3 YITA Pegasus Account
If you do not have a YITA Pegasus account, you must request an account to the YITA Physical IT Asset Inwventory
System, By requesting a new account here, you will also be requesting access to the system. NOTE: Do not use
this feature if you have forgotten your account.

+

Reguest Access for an existing WITA Pegasus Account

If you already have a ¥ITA Pegasus account for another YITA application, you will need to login with your existing
Pegasus Account information and confirm/update your user account information. This confirmation will serve as your
request for access to the VITA Physical IT Asset Inventory System.

+ Update Your YITA Pegasus Account with Pegasus Profile Manager

Click here to log into the Pegasus Profile Manager and update your Pegasus Account, You can update your contact
infarmation and your password for your YITA Pegasus Account,

+ Forgot wour YITA Pegasus Account Passwaord?

Fargot your password? Click here to access Pegasus' secure and easy to use verification system far accessing your
account and resetting your password,

+ Forgot wour YITA Pegasus Account UserMame?

If you have forgotten your username, you will need to contact the WCCC or the YITA helpdesk to reset your
account,

Login to the VITA Physical IT Asset Inventory

+ Login to the WITA Physical IT Asset Inventory

You will need to enter your Pegasus Account user id and password in order to access the YITA Physical IT Asset
Inventory,

Mote: Your browser seems to support Javascript and it is enabled.
The ¥ITA Physical [T Asset Inventary System is setup to be accessed by the following browsers:

+ Metscape 6+
+ Internet Explorer 6+
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2.1 VITA Pegasus Account

The VITA IT Asset Inventory System Login Page provides options which allow the user to
access the VITA Pegasus Account Application. The VITA Pegasus Account Application was
developed for the purpose of managing the growing number of VITA user accounts and
application privileges.

The VITA Pegasus account provides a single user name and password for use across all VITA
web-based applications. However, individual application permissions must be obtained for
each VITA Web Application being accessed. The VITA Pegasus Account Application provides
the following user friendly enhancements:

Account owners will be able to submit answers to predefined secret security
questions that can be used to reset passwords without contacting the VITA Customer
Care Center.

Account owners will receive a reminder when their account password is nearing its
expiration.

Account owners will be able to maintain their own contact information.

Each link is defined below:

a) Request a VITA Pegasus Account

This option is to request a new VITA Pegasus Account only. If you already have a VITA
Pegasus Account, do not use this option. If you do not have a VITA Pegasus Account, you
may submit your request from here. Upon selecting this link you will be directed to the
VITA Pegasus New user Account page (see screen below).

Step 1:

Select the “Request a VITA Pegasus Account” link from the VITA Physical IT Asset
Inventory System Login Page.

You will be directed to the VITA Pegasus Account page for the VITA Physical IT Asset
Inventory System. See screen shot below:
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VITA Physical IT Asset Inventory System

Welrome te the VTTA Physcal T Asset ITnventeay Syspem Teer Muager. In beaping with VITA s mandats b
prafectthe Commenweakiy’s IT infrastmcturs snd mssets aners st obisin a WITA Pegasus Account prior to
acceaing apecdied Comevanwealth web-bmed applicahicas

Uazers will be amoed ons VITA Frgasus Accot b be used aorosd these specifie d Comidomeealth web-based
apphcatons. Homevwer, permossions must be obtamed for sach application being accessad

For muample, £y ou havs requested and recevmed a VITA Pegares Siccount Bar s spece applcabon. you must
reclest access to subseoent apphcations 1na e Basting Toers opicn below Yoor VITA Pegooe Acom wil
reniidn the same, howeuer pow acoount wil refect tis vanens spplicaion permi siong granted

* Existings Users
I won hare @ VITA Pogasns Acowms select this opbiso bo request
wCEiE b the ‘JT_U; _F']'i-l'!l:'h] IT Arzet Iremiory S:.'s_lum s_il!

| New Llsers
I vom e md hawe & VITA Pegasus Accoumt selact this ophion te
T& st e

| Ext 1] Caninue |

Step 2:

Select the “New Users” option.

You wil

adhere

| be directed to the “New user Account Page”. Here you will need to supply
basic information such as your name, email address, create a password and answer
two secret security questions. Please note, when creating a password, you must

to the following criteria:

Passwords must be between 9 and 14 characters in length.

Passwords must contain at least 3 of the following 4 types of characters.

(o]

(0]

(0]

(0]

Passwords cannot contain your user name or any part of your full name.

lowercase alpha [e.g., abc]
uppercase alpha [e.g., ABC]
numerical [e.g., 123]

special [e.qg., '@#]

Passwords used previously will not be accepted.

Passwords will expire in 90 days.
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S = W AR WITA Pegasus Account

New User Account

:’l':'-h'uuinz Your e mfenmation

;Y-:-u.cm charze your user méormahon at any tme by veming the Pegasos Frofile Mareger
fmerd selechng the Tipdats Profile' opton. Keepmg your weer ofcomabon up dated will
ferszare that wou are keg up-te-date with the Taest afoomation regarding wour VITA
Pognms Arcomnt and the VITA Phvmical IT Assot Inventory Syvstom st

| The com ek infarmion on thiz pree smst be correct (e arder Jo receiee, further
Busirnctions o occssang (e VITA Physicad T Asees T ondany Sestem aie,

First Maimne Sl 7 Lact ame

I i i
Teleplwme o oo e Chrgamizntien

I I I

Ernaal Comdrren sl

[Pazcwsrd Palicy:

1 Pagewerds st be bepween 9 and 149 characire 1 kagh
2 Pusswords oot confain ot deast % ofthe fellovwing 9 tvpes of charactera
o lewereme alpha o 2be]
o uppercase ajpha [e.g 400
& paedical [ag 135)
o apecial [e.g. A4
3 Passerords connot contan your eer nanme of amy pat of your full sane
4 Passwords will epre m 31 days dfter yowr sccount sbormaton has been maled b
ik

Pagsword Confirin Passwoad

:?E‘hll.kﬂ.lg vour password:

[You can change your passreed at g ke by vaieg the Pegnsies Prefile hlanager and
Es:l-acl:ng the "Change Fassword® apbon. IF you forget wour current passseond, yon can
jcreabe & new passwerd by answenng Secret quesbons by validske your identby. Peganes
Prodile Ilamagey will displas wour Secret questions - pou will need to prosde the carect
larawrers. Choese questions end arcamrs that are easy foe 7ou to vapetober bot dificnk far
jothers to guess

L4 Hiek to the: Pegasng Profile Manager wil be emailed to sou upon appeoval of voo
pacmerst

Chowse Seevet Qiestien #1

Wit (g iz st nErme oF wOur feasaiiie ieackar

‘Whiad i Wwaui bae fierd's midde rame

‘Whed i e name ol the shrestwhens you grew up
‘Whed iz the name ol the cityfawn thal you vears bomin
‘Whed iz the bdake and Modsel olyourfirst car

Entes tle Answer to Secret Duwestion 21

Chosse Seoret Questsn %2

‘Whatwear did vou gracksals from calaps
whiatyear el wou get manmed

Tt e chol wou st scha ol

What year o wou et gaurtees job
Wl year was wour st chid bom

Enren e Angwer to Secver Disegnen 32

[ Cancel || Cotinue
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Step 3:

Select the “Continue” button in order to submit your request for a VITA Pegasus
Account.

You will be contacted with your new VITA Pegasus user ID once your account has
been activated. By submitting your request from this location, your VITA Pegasus
Account will automatically be set up to provide access to the VITA IT Asset Inventory
System.

b) Request Access for an existing VITA Pegasus Account

This option is for users who already have a VITA Pegasus Account, but do not yet
have access to the VITA Physical IT Asset Inventory System. You will need to log in
to your existing VITA Pegasus Account and Confirm/Update your user account
information. By accessing your VITA Pegasus Account from this location, your VITA
Pegasus Account will automatically be set up to provide access to the VITA IT Asset
Inventory System.

Step 1:

Select the Request Access for an existing VITA Pegasus Account link from the VITA
Physical IT Asset Inventory System Login Page.

You will be directed to the VITA Pegasus Account page for the VITA Physical IT Asset
Inventory System. See screen shot below:

—v] A L WITA us Acoount

VITA Physical IT Asset Inventory System

Welcame to the VITA Prymcal IT Asset Iovertory Sysbem Taer Manager. In keepog wiih VITA' s nandate to
probect the Commeonvealth’s IT mbrastnacture and aseete, ueecs must obtan o WITA Pegans Account poec be
apcagting gpacifled Cemmanmwealh wreb-tazed sgpdeanang

Taers wil be issoed one VITA Pegasus Acook to be wsed aceoss theae gpecified Cornmenwealth web-based
applicatiors. Homeves, penninens oot be obtamed For each applicabon bemg accesaed

Far examgple, if you benwe requested and recevred a VITA Pegemu=s Accouont for 2 specific spplcanon, yon mast
request access to mbesquent appleabons ma the Bastrg Urecs ophicn below. Yo YWITA Peganar Account wil
remain the same, hawewer pour account will rellect the wariows applbication permissians granied

Select an Option
* Existings Users
TEwan bae o VITA Pegagus Addonnt select this apbion to pequest
access ba the WTTA Flomical TT Asget Irventory S yotem aite

™ Mew Users
¥ o de oot hare & VITA Pogams Accomst select thia ephion bo
rECpEst ane.

Exk [| Comnue
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Step 2:

Select the “Existing user s” option and click the “Continue” button. A window will
pop up that will request your Pegasus user Name and Password.

onnect to ssl02.vita.virginia.goy x|
>

o \L\"‘

1| -

5sl02 . vika, virginia, gow

User name: Iﬂ | j

Password: I

[~ Remember my password

Cancel |

Step 3:

Enter your Pegasus user Name and Password and hit “Enter”. This will log you into
the VITA Pegasus Account Management Application.

After completing the login, you will be presented with the Pegasus Profile Manager
screen. See screen shot below:

— v| e 2 WViTA Pegasus Account
‘ \ Yieginka Information Techno loglss Agercy F -‘!__‘

Pegasus Profile Manager

Select an Opticn

& Tpdate Tzer Information

£ Change Passwerd
Ther= ir mussing: or mealid ifermabion i your VITA Pegasus A ccount
profile. Flease updats your vser sformation before changing sour
pazngrard

| Bt || Carhinue |

Step 4:
Select the “Update user Information” option and click the “Continue” button.
If you receive a message that states “There is missing or invalid information in your

VITA Pegasus Account profile. Please update your user information before changing
your password.” this is normal and expected. It simply means that you have not
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completed the process for requesting access to the VITA Physical IT Asset Inventory
System. It is important that you select the “Update user Information” option before

you try to change your password.

After selecting the “Update user Information” option and clicking the “Continue”
button, you will be directed to the “Confirm/Update user Account Information” page.

VITA Pegasus Account

Confirm/Update User Account Information

Tpdarng yonr user mformmamon:

Yo can change your vser oifermaton at sy e by sishog the Pegasug Profile hManager

ardd selecting the *Update Frofle® apton. K eepmg sour user information updated wall
eraure that weu ar e kept ug-to- date with the latest nfoamation regarding so VITA
Pegasms Accomnt and the VITA Physical IT Asset Inventoy Svstem site. The
candact ifhrmealion on Hhrs pape wst S correct tronder o receive further
Prstrciiens o acsesasg B VITA Physieal IT Asset Inventory System il

Fust Hame AL Last Mawme

Tna L [eston |
Telephane oo oe K Chrgamazamon

| I [T, I
Fmail [E ¢ onfirmn Enail

fiine. we ston @itz ginie gow [ |

Changg vew password

T can change your pegawsrd ab sy dme by wisiog the Pegasns Frofile Mlanager sad
aelecting the "Chenge Fasawrard” eptivt. IE e Barget wour current gpaagarord, w42 nen
create a new pasaword tor answermg Secret quesbons to valdate your idechty. Pegasus
Profile Manamer anll display your Seceet coestions - you sl peed te prosade the correct

arsweers. Choose questons znd answers that are easy for you to remember bt ddfcult for

iherd o guase,

request.

A ik to the Pegasus Profile Manager will b= emadled te you upon approvel of your

Choose Secret (nestion =1

bl is the last nams ol Lo fawon e emcher

st = wvour best fiend's middla name

“whatic the nema of the crealtwhare vou graw oo
il s e e of the cbyawd thal Y ou ware barm in
‘et s e Make and Modal of oo it car

Kuter the Answer to Secvef (edtion £1

Chooge Secret Chuesion =1

wTEl Y EE
“dehal wear dic you gel mamsd
‘! eBr il wou start school
“whatyear did you startyour irst job
ety ear was your irst chid bom

Futer the Answer to Secret (ueshon #1

[ Hack I Submit
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Step 5:

Confirm your information is complete and accurate, enter your email address in the
“Confirm Email” field, and click the “Submit” button.

You will be contacted via email once your VITA Pegasus Account has been set up to
access the VITA IT Asset Inventory System. By updating and submitting your
request from this location, your VITA Pegasus Account will automatically be set up to
provide access to the VITA IT Asset Inventory System.

c) Update your VITA Pegasus Account

This option is for users who already have a VITA Pegasus Account, and already have
access to the VITA Physical IT Asset Inventory System.

From here you are able to update your contact information, change your secret
security questions and reset your password.

Step 1:

Select the Update your VITA Pegasus Account link from the VITA Physical IT
Asset Inventory System Login Page.

You will be directed to the Pegasus Profile Manager page of the VITA Pegasus
Account Application. See screen shot below:

— i ¢ WVITA Pegasis Accoun

Pegasus Profile Manager

Welcome to the Pegans Profile Manager. Through the Pegamis Profile Meansger wou cen menage sour YTTA Preane
Arcoumt by updabing oo wser mfcrrnation of chengma saur pasawond

This computer svstem s the property of the Commenseealth of Yirgmia. By acceseme and usmg tos syetem, vou aoe
Cesenbing to swsbenn monttonng for lwr eafercement and other punposes. Unauthenced vee of this compater svstem meny
subject wou to State or Federal cearnal progecution eid penalbes

It gona encounter any prokdems while gtikong this page please contact WITA Castorner Care i the Web at
bt e wits, virgira, gowhicecfagencies ofin

Step 2:
Select the “Login” option.

A window will pop up that will request your Pegasus user Name and Password.
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onnect to ssl02.vita.virginia.gov 2]
A

55|02, vita. virginia, gov

Liser name: Ig | j

Password; I

[ Remember my password

Cancel |

Step 3:

Enter your Pegasus user Name and Password and hit “Enter”. This will log you into
the VITA Pegasus Account Management Application.

After completing the login, you will be presented with the Pegasus Profile Manager
screen. See screen shot below:

1 ¢ . VITA Pegasus Account
h') 5Ty
Virginla Information Technologies Agency y. r %

Pegasus Profile Manager

Select an Option

& TIpdate Tser Information
' Change Password

Exit | | Continue

Step 4:

Select the “Update user Information” option and click the “Continue” button. You will
be directed to the “Update user Account Information” page.
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_vl A ( WITA Pegasus Accouwnt
) e L
Virginka nformabon Technologkess Agency v

Update User Information

Changing vou user mforinatiol

Foeeping o uer infremnation updated will endime tar §ou are ept up-to-date with tha
_labe:-'r mfcrmabion r:g,a.rdi:lg yaur VITA P'rg,.'l.nl: Arcount.

Foet [ame A Lagt [Mane
[Tine, L | Fzshan
Telephone oz omems Bk Clrganizaiion

[ [ [wrTa

Fuail [T oo Frnadl
fine weston Eritaarginia.gow |

Changing venr password:

Y can change your paseweced at argr time by 2elechng the "Change Fasswerd® spbion en
it peewions page. TEwou Sargpt soar corrent paseword, you can create a newr pasawerd by
janswermg Sectet questons fo valdate your identty Pegasus Frofile Blanager wall

s lay your Secret queshors - gou wil n=ed to proside the correct amswrers. Thoaze
rquesticns and answers that are easy for you to remember bub dfculk For ethers to guess

Clhoese Secret Juestion =1

“hiet i tha last name ol vour favonite ieachar

wihet i ur bieat fiann's middle nams

Whiet i the name o he sreetwiers wau ey U
‘il iz the neme ol e cabytoen thel youwere bom in
e i e Make and Made af your it cer

Enter the Answel to Secret (neston =1

Clhmase Recrot Juestion #2

whel vear did you qradusie nom (
e ymar did you ged mesried
“rhel year did vou star s chool
‘et waar did wou ste yourlicst job
‘Wtied yaar wiers waur firet child bom

Enter the Auswer to Secret Cuestion =2

| Cancal || Subrnt

Step 5:

Enter any necessary changes to your profile data, enter your email address in the
“Confirm Email” field, and click the “Submit” button.

d) Forgot vour VITA Pegasus Account Password?

This option is for users who already have a VITA Pegasus Account, have access to
the VITA Physical IT Asset Inventory System, but forgot their password.
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Step 1: Select the Forgot your VITA Pegasus Account Password? link from the
VITA Physical IT Asset Inventory System Login Page.

You will be directed to the Pegasus Profile Manager page of the VITA Pegasus
Account Application. See screen shot below:

| X
' o
Wiginka Inlermatian Tachnologias Agensy 4 .
—_

Pegasus Profile Manaser
=] -

WITA B Accoun

Welceme te the Pegaaus Profile Manager. Through the Pegamus Profile Meanager wou cen menage sour YTTA Preanae
Arcount by updabing wour waer mfctrnation of changmg s pasawerd.

This compster system is the property of the Commenseealth of Viremia. By accessmg and usmz this svstem, wou are
Coeenbing bo svsbenn mentonng for ler cofercement and sther punposes. Unauthenced vee of this compater svstem meny
aubject woul to State ar Federal cearonal progecution eid penalbes

s
Foagot gour passwordd

I wom enconnber any probdems whils otbinng this pege please coatact WITA Customer Care wia the Weks ar
harpodiarsne. wita. virginia. gowcrclagencies: ofin

Step 2: Select the “Forgot your password?” option. You will be directed to the “user
Verification” screen.

VA : ]
Virginia inforrrdlion Technolog ks Ay # 3

User Verification

In erder to wenfi wour identdy, Fou must supply & Teedficatien code

& IEvou <le not bave Four venbcatisn code, select this sphon bo request ooe
sod start the verific afion process

™ IFyou have akeady retrieved weur werificaben code, select thdz optien ta
coutme the verificstion process

| Exit || Continue |

Step 3: Select the “If you do not have your verification code, select this option to
request one and start the verification process” and select the “Continue” button.

This allows VITA to verify your identification.

After selecting the “Continue” button, you will be presented with the “user
Verification” screen. See screen shot below:
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I 1 ¥ e WITA Pegasus Account

User Verification

Step 1
Flease enter your VITA Fegasus Account imer name

[ Concal Il antinue |

Step 4: Enter your VITA Pegasus Account user name and select the “Continue”
button.

You will receive a message stating that your Verification Number will arrive by email.

— i ‘. VITAPBMMGNJ
v A-‘l'l_!ll i Informabon Technologles Agency § “_

User Verification

Step 1 )
Voo werficaton cods has been maled fo your last known emal address
Flease rerieve 1t and retarn o the User Wedication Page to contros the
verificaton pracess

Once you have received your Verification Number, you are ready to resume with
Step 5.

Step 5: Select the Forgot your VITA Pegasus Account Password? link from the
VITA Physical IT Asset Inventory System Login Page.

You will be directed to the Pegasus Profile Manager page of the VITA Pegasus
Account Application. See screen shot below:

Fegasus Profile Manager

\ITA Pegasus Accou)

TWeloome to the Pegas Frofik Mansger. Thoough the Peguous Frofle Manager veu tan manige your VITA Pegacus
Arcount by updating yoor ueer information. o changng vour passwerd

Ths D\'..dilpljlﬁ e thee preperty of the Camenotreath of Vingeua By acu:'essn,g;:uu'sng s sg:.'r;.'m, o are
corpening b system memberng For bw anfore ement and ofher pupssar. Tnssthonzed use of Hos compaier sy stem. may
sukgect yon be Stae or Federal crmnal prege cubiee and penakies

Eorgot vour paspwordi

Wowou mrecoumier any problemes whils vhimng this page please conkact VITA Cogplomer Cace wa the Wab ai
bt i TeRa. gomvie olagencie a ofin
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Step 6: Select the “Forgot your password?” option.

You will be directed to the “user Verification” screen.

ol .
vWirginia Intanmatian Technologed Agancy i
4" r A—

User Verification

WITA Pagasuis Amau.J

In arder b venby four ideoiity, wou must supply a verficabion cace

" Ereu do pot bave pour venficanan code, salect thoe aphon to request one
and geant the vertfication process

# If weu hawe abeady eemevsd your weeficanon code, select fhis ophen to
confinue the verificanon process

[ Eil [ Continue |

Step 7: Select the “If you have already retrieved your verification code, select this
option to continue the verification process” and select the “Continue” button.

After selecting the “Continue” button, you will be presented with the “user
Verification” screen. See screen shot below:

User Verification

VITA Pegasus Account

Rrep I
‘iITrA P:guus AA:I:D‘I.I.I’H user name |
Werdic atior code | |
Cancel [| Canlinue |

Step 8: Enter your VITA Pegasus Account user name and enter the Verification Code
you received in your email and select the “Continue” button.

You will be directed to the “Change Password” screen.
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WITA Pegasus Account

Change Password

|seep 3

What 15 vorr best Diend's moidille name?

What vear did vou graduare from college T

Mesy password Clomfirm nesw passworid

[ Concel [ Subrmit |

Fassword Policy:

1. Passwards muast be bebreen 9 and 14 characters mleogth
2. Paszwords mst contaon atleast 3 of the Follomang 4 trpea of characters
@ lowerrase alpha [e.g, abe]
a uppetcase alpha [e.g ABC]
a nmencal [e.e £33]
a special (e AEH
Prsrmords camnot confan yovr user name ot any part of vour Ol name
Frevianly uzed pamwords will nat be accepted
TPasswords will =xpee m 90 days

L b

Step 9: Enter in the answers to your two Secret Security questions. You will need
to create a new password, and retype that password for confirmation. When you are
finished, click the “Submit” button.

Please note, when creating a password, you must adhere to the following criteria:

Passwords must be between 9 and 14 characters in length.

Passwords must contain at least 3 of the following 4 types of characters.

o lowercase alpha[e.g., abc]
0 uppercase dphale.g., ABC]
o0 numerical [e.g., 123]

0 specid [eg., !@#]

Passwords cannot contain your user name or any part of your full name.

Passwords used previously will not be accepted.

Passwords will expire in 90 days.
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After clicking the “Submit” button, if you have correctly answered your two Secret
Security questions and adhered to the password requirements, you will receive the
following success window:

_v| A : VITA Pegasus Account
irginia Inf Tt Tex o s A ) P .T‘

Change Password

[ Tieer posnvord chamged sucoasgfih
Feture to Main Page

Click the “Return to Main Page” link in order to exit this window.

e) Forgot your VITA Pegasus Account user Name?

This option is for users who already have a VITA Pegasus Account, have access to the VITA
Physical IT Asset Inventory System, but have forgotten their VITA Pegasus Account user
Name.

Step 1: Select the Forgot your VITA Pegasus Account user Name? link from the
VITA Physical IT Asset Inventory System Login Page.

You will be directed to the VITA Customer Care Center where you will be able to log
a ticket with the VITA Customer Care Center Service Desk.

1. VITA Physical IT Asset Inventory System

In order to log into the VITA IT Asset Inventory System, you must have already obtained a
VITA Pegasus Account and received access to the IT Asset Inventory System.

Step 1: Select the Login to the VITA Physical IT Asset Inventory link. A
window will pop up that will request your Pegasus user Name and Password.

il 1]

Step 2: Enter your Pegasus user Name and Password and hit “Enter”. This will log
you into the VITA Physical IT Asset Inventory System. You will be directed to the
VITA Physical IT Asset Inventory System home page.
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